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C Basic Commands )

[E® PowerPoint 2000 personalizes your command menus by displaying only the commands you use

most often. To view all available commands in a menu, click ¥

at the bottom of the menu.

See Ask the Help Desk, page 4.

Working with Presentations

3] New presentation .......ccooeeeeeeeeenns CTRLAN wouveeeecaeseseessaesessssssesesssssesessssssesnsssssesasasssensanes Eile | New
E NEW Slde ..vereeeeeereeeeeeeeeeeeeseeeesenas CTRL+M....... Insert| New Slide
@ Slide layout™ ... NONE «eeeeeeeeceeeeeae e neae et eas e seese e e sasaeeennnens Format | Slide Layout
2"‘ Open presentation . . Eile| Qpen
B Slide setup (size/orientation)*......none Eile | Page Setup
? Spelling check .vvvveeeeeeeeeeeeeeeene |7/ Tools | Spelling
k_? What’s TRiS?* ..o SHIFTHFL cvveereereeeesseesesssssesesssssesesssssessassnnes Help | What’s This?
ﬁ Save presentation ...........cceceeenees CTRLAS ereeeeteeeeeeesencesseeeeessseessenesssessensassassenessasseeenan Eile| Save
E Save as Web page [EX ... none ... File | Save as Web Page
E Switch presentation window.......... CTRLAFO ceeeeeeereeuenseense e eeeeeens Window (choose from list)
Working with Selected Text

A‘ Increase font Siz€ ....ccoeeeecueeccnnee. CTRLASHIFT+ > ooereceeeeeeeeeeeceeeeeeeeenas Format|Font or |32 =
i Decrease font Size ....ccoceeeeeeeeeueneee. CTRLASHIFT+ < oeeeecceeeeeeeeeeecesseeeeeenns Format|Font or |32 =
iﬂ FONt COIOF vt 170 1< Format | Font | Color
=| Left alignment.... ..CTRL+L Format | Alignment | Align Left
= Center alignment CTRL+E Format | Alignment | Center
i Bullets on/off .....cceeeeeeeeeeeeeene. none Format | Bullets and Numbering
Editing Tools

& | Cutselected text or object ............. CTRLAX weurvevesaesessesasseseassssesssssssssssssesnssssssesnssessensassnes Edit | Cut
Copy selected text or object .......... L2 O Edit | Copy
| Paste text or object ... . Edit| Paste
<F| Format painter ..............ccccccccceceevero. CRLASHIFT+C (COPY), CTRL+SHIFT+V (DaSte) covvorssrrrvevees none
Special

% Animation effects .....cocoeeeeveerrenene. none ......... Tools | Customize | Toolbars | [ Animation Effects
E Insert table ..o none Insert | Table
W] INSert Chart ..ooeeeeeeeeeeeeeeeeeeeeeeeeeeecece NONE s snsnnes Insert | Chart
@ Insert Clip Art ..o Insert|Picture | Clip Art
Apply design template* ................. none Format| Apply Design Template
g Insert hyperlink ..ccceveveeeeeeccenenne. CTRLAK eeeeureeueaseesessasssasasasssessessasssssessensessesnenes Insert | Hyperlink

Note: A @ means there’s no PowerPoint icon for that command. Icons marked with an asterisk (*) are
not on the default toolbars. To add an icon to your toolbars, see Adding and Customizing Toolbars, below.

Adding and Customizing Toolbars

To display toolbars on separate rows: [IE choose Tools|Customize. In the Customize dialog box, click
the options | tab and clear the Standard and Formatting toolbars share one row checkbox.

To show or hide toolbars: right-click the toolbar area and choose toolbars from the pop-up list.

To add an icon to any toolhar: choose Tools| Customize. In the Customize dialog box, click the Commands
tab and choose the icon category you want from the Categories frame. From the Commands frame, click
and drag the icon of your choice and drop it into any open toolbar.

To reset a toolbar to its default setting: choose Tools|Customize. In the Customize dialog box, click the

Toolbars | tab, choose the toolbar you want to reset, click B
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Reset... and then click OK.

Visit our Web site at www.nlearnseries.com
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PowerPoint Slide Views
Zoom Control
PowerPoint Status Bar
Working with Outlines
Navigational Shortcuts

Selecting Text or Objects

Using Templates
AutoContent Wizard

Creating Organization Charts
Organization Chart Shortcuts

Arranging Chart Levels

Office Assistant

Special Text Effects
Working with Slide Shows
Sound and Video
Presentation Pack and Go
Editing the Slide Master

Entering Data

Using Datasheets
Changing Chart Types
Pie Charts
Combination Charts

Chart Appearance

Text Tools

Drawing Tools

Layer and Group Tools
Modifying Objects

Saving as Web Pages (=B




